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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is a responsible secretarial, <clerical, and |imted
adm ni strative assi stance work as secretary to the Ofice of the
Chi ef of Police. Work involves frequent contacts with the

public in receiving, responding to, routing, or nmaking
appoi ntnments for callers by phone and in person, as well as w de
and responsi bl e departnmental and interdepartnental contacts in
securing information or relaying information or instructions.
Work extends to taking and transcribing shorthand and nachine
dictation, and to the conposition of letters, reports, and ot her
materi al s.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Acts as office assistant to the Chief of Police; conposes
correspondence and other materials; relieves superiors of
clerical and adm nistrative details, and relays orders and
instructions to other personnel.

Takes and transcribes dictation, and types or conposes letters,
menor anda, and ot her materials.

Answers telephone in departnental executive office; provides
information to callers in accordance with policy, and, as
appropriate, refers callers to superiors or to other personnel
of the departnent.

Acts as office receptionist, determ nes occasion for visits,
refers visitors to appropriate office or division, and makes
appoi nt nents for superiors.

Reads reports and summari zes information for review, prepares
reports, and assenbles and arranges information for review by
t he Chief.

Takes and prepares mnutes of staff and other meetings and
prepares and routes conmuni cati ons based upon deci sions taken at
such meetings.

Performs any related duties as assi gned.
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REQUI RED KNOW.EDGES, SKILLS, AND ABI LI TI ES

Thor ough know edge of business English, spelling, arithnetic,
and correct grammtical usage.

Thor ough know edge of secretarial practices and procedures.

Consi derabl e know edge of nodern office practices, procedures,
systens, and equi pnent.

Consi derable know edge of depart nment al organi zation and
operating procedures and of the general organization and
adm ni strative procedures of the municipal government.

Skill in the operation of a typewiter and other common office
machi nes.
Skill in taking and transcribing oral dictation.

Ability to nmke decisions in accordance wth established
policies and procedures.

Ability to maintain admnistrative, fiscal, and operating
records and to prepare reports therefrom

Ability to conpose correspondence and routine reports and to
carry out office managenent details w thout supervision.

Ability to maintain effective work relationships with other
enpl oyees and with the public, and to deal with public relations
probl ens courteously and tactfully.

QUALI FI CATI ON REQUI REMENTS
Unl ess ot herwi se specified, all requirenents nust be net before
adm ssion to exam nation.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must have had at |least three (3) years of experience in
responsi ble secretarial work, preferably in a situation
affording famliarity wth Ilaw enforcenent and/or | egal
pr oceedi ngs.
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After offer of either enploynment or pronotion to a position nust
meet and maintain any medical and physical fitness standards
desi gned to denonstrate good health and the physical ability to
perform the essential duties of the position, with or wthout
acconmmodation, as determined by a qualified nedical physician
and adm ni stered by the Appointing Authority.
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